
                                                  
 

DEPARTMENT OF DEVELOPMENTAL SERVICES  

CENTRAL OFFICE  
JOB OPPORTUNITY 

CLERK TYPIST 

 

PLEASE FOLLOW THE SPECIFIC APPLICATION FILING INSTRUCTIONS AT THE BOTTOM OF THIS PAGE! 

 

Open To:  The Public 

 

Location:  460 Capitol Ave., Hartford  

 

Job Posting No:  106887 

 

Hours:  40 hours/week – Monday - Friday (8:00am – 4:30pm) 

   

Salary:  $34,565* – $43,693 (CL-10)  *employees new to state service start at beginning of range 

   

Closing Date:  January 6, 2014 

 

 

Examples of Duties:  

 Will serve as the primary individual answering the agency’s main telephone line and will accurately respond to 

inquiries or forward callers to appropriate individuals.   

 Will perform typing, data entry work, and filing. 

 Will receive, sort, and distribute mail. 

 Will perform related duties as required. 

 

Minimum Qualifications Required Knowledge, Skill and Ability:   

Knowledge of office procedures including proper telephone usage and filing; knowledge of spelling, punctuation and 

grammar; skill in typing a variety of materials; basic interpersonal skill; basic oral and written communication skills; basic 

skill in performing arithmetical computations; ability to operate office equipment which includes personal computers, 

computer terminals and other electronic equipment; ability to perform basic clerical tasks such as coding, sorting, 

alphabetizing and numeric ordering. 

 

General Experience:  Six (6) months as a Typist or its equivalent. 

 

Substitution Allowed:  Graduation from high school with coursework in typing. 

 

Preferred Skills & Experience:   

 Strong telephone skills 

 Ability to communicate is Spanish highly preferred 

 Good verbal and written communications skills 

 High level of interpersonal skills 

 Experience with Outlook, Word, and Excel 

 Strong customer service skills 

 Ability to multi-task 

 Team player 

 Willing to assist other members of the department 

 

Note:  The filling of this position will be in accordance with reemployment, SEBAC, transfer, promotion and merit 

employment rules, if applicable.   

 
Application Procedure for Current DDS Employees who are Lateral Transfer Candidates and Applicants for 

Promotion within the DSW Classification Series: 

Interested and qualified candidates who meet the above requirements should submit a fully completed DDS 

Application for Lateral Transfer/Promotion and copies of their last two performance appraisals. 

Application Procedure for All Other Applicants: 

Interested and qualified candidates who meet the above requirements should submit a fully completed Application 

for Examination or Employment (CT-HR-12) located at www.das.state.ct.us/exam.  Current State employees must 

also provide copies of their last two performance appraisals. Non-State employees must also provide 2 letters of 

reference. 

All application materials must be received by 11:59 p.m. on the closing date indicated above.  

 Send application materials to: 

http://www.das.state.ct.us/exam


Department of Developmental Services — Central Office 
460 Capitol Avenue 
Hartford, CT 06106 

Attn: Ms. Daimar Ramos 
Email: Daimar.Ramos@ct.gov     Phone: 860-418-6121     Fax: 860-418-6004  

 

AN AFFIRMATIVE ACTION/EQUAL OPPORTUNITY EMPLOYER 

The State of Connecticut is an equal opportunity/affirmative action employer and strongly encourages the applications of 

women, minorities, and persons with disabilities. 

 

mailto:Daimar.Ramos@ct.gov

